Department of Commerce Contract Management System

Innovation is in our nature.

System Access Request

How to Request Access to the Commerce Contract Management System

(one-time only)

Once you've logged into SAW, you can add your selected services by clicking on the “Click here to add

services” link. This will take you to a list of agencies that you can choose from. Click on Commerce to see

the list of available applications you can apply for.

SecureAccess
GTON

WASHIN

Add a New Service

Select an agency below to see a list of services:

Board for Volunteer Fire Fighters
Community, Trade and Economic Dy

Consolidated Technology Services

Criminal Justice Training Commission

D of Archaenlogy and Historic Preservation
Department of Co e

Department of Ecology

Department of Fish and wildlife

Department of Health

Department of Information Services

Department of Natural Resources

Department of Revenue

Welcome, Newlser

Account Management

Service code:
If you have been given a service code, enter it below to apply for access to
the service

Search services by keywords:
Enter keyword(s) below to find related services. Leave field blank to display
all services.

AT LEAST ONE of the words ]

D of Social and Health Services

Department of Transportation
Developer Testing On

In order to use the CMS Portal, you will need to select “Commerce Contract Management System”.

m ¥ Add a New Service

Description ey Action

Service Agency s

Department of

) Commerce Confract Management y
Commerce Contract Manageme Stem Active Remove

Commerce System Test Site
Depart t of

QA LHEAP i QA Test LIHEAP Active Remove
Commerce

You will also need to send a message to your Commerce program manager letting them know that you
would like to access the system. Send them a CMS Access Request form to make sure that they have all

of the information necessary to get you added into the system.

The CMS portal has two roles available. Submit and Read Only. Below is a list of activities available by

role.
Submit Read Only
View A19s X X
Print A19s X X
Create A19s X




Department of Commerce Contract Management System

Innovation is in our nature. System Access Request

Submit A19s X
Correct and Resubmit A19s X

Access to contracts is granted by SWV number, please complete as many forms as needed to be granted
access to all the SWV numbers used for contracts by you organization.

How to Access the Commerce Contract Management System

Once your Commerce program manager registers you as a CMS portal user, you will receive an email like
the one pictured below.

If you received an email first, but have not created a SAW account, please go here to learn how to create
a SAW account.

When you receive this email and have a SAW account already created, you can either click on the link in
the email to launch the CMS Portal or you can enter the Commerce Contract Management System
through you “My Services” in SAW.

If your organization contracts with multiple programs within Commerce, you may have already received
an email like the one below. If you have been granted access to all of your Statewide Vendors, you will
be automatically granted access to those contracts, provided the program allows online invoices. This
means you have already been set up as a person in the Contract Management System. If you need to be
granted access to another SWV, submit a completed CMS Access Request form to the applicable
Program Manager.
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M| From: QA CMS Mail <CMS-noreply @commerce. wa.gov> Sent: Thu 6/13/2013 7:37 AM
4l To: Wolff, Leslie (COM)
|
cc
Subject: QA: Commerce Contract Management System registration
Hello Leslie Wolff and welcome to the Commerce Contract Management System (CMS). A CMS user account has been set up for you along with a

onetime registration code. In order to complete your setup/registration, you will need to complete the following steps:

1. If you haven't already, you will need to create a Secure Access Washington (SAW) user account. This is required for external access to any State

of Washington information system. You can do this here: https://test-secureaccess.wa.gov/public/saw/pub/displayRegister.do

2. Add the CMS application to your SAW account. To do this, log into SAW and go to the menu option "My Secure Services" and click on the "Add a
New Service" tab. You will receive an email from SAW indicating that your CMS service request has been approved.

3. Once you've added the CMS service in SAW, launch the CMS application by doing one of the following:

a. While in SAW, go to "My Secure Services" menu option, click the "My Services" tab and click the "Commerce Contract Management System"
link

b. Or simply click this link: https://test-secureaccess.wa.gov/com/gacomems/Default.aspx You willthen be prompted to login into SAW, then
taken directly to CMS after logging in.

4. You will be prompted with the first time access registration screen. Enter your registration code as shown below. Tip: It's much easier to copy
the registration code below and paste it into the entry field vs. retyping it.

5. Your registration code is: E4892FD2-81BC-4985-AD35-111109ECBB72

Click on a photo to see social network updates and email messages from this person. a v

Connect to sacial networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks.
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When you receive this email, copy your registration code. You can do this by highlighting the text and
holding down the control key while pressing ‘c’.
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Then follow the link found in the email to the CMS Portal.

You will be prompted to enter your registration code.

I have received my registration email and I would like to complete my registration.

Enter your registration code sent to you in your registration email below:

‘ | | Finish Registration

Click in the text box and paste the code. This can be done holding down the control key while pressing
‘v'. Then click on “Finish Registration”.
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Commerce Contract Management System

You will be granted access and redirected to the Commerce Contract Management System home page.

The home page will show invoices associated with your contracts. Your Commerce program manager
will be able to see the same information with the exception of drafts, which are A19s that you have
created and saved but not submitted to Commerce.
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Department of Commerce Home Contracts Review AllA19s  Create New A19

Innovation is in our nature. Welcome Leslie Wolfft

Commerce Contract Mangement System

Below is a Summary of your In Process A19s

Invoice # Doc# Contract# Warrant Amt Service From Service Thru  Current Status Current Status Vendor Vendor Notes

Date Date Date Message
[F 218356 513-31119-020 06-01-2013 06-02-2013 Submitted 06-05-2013 We would like some
more money, please. We
have done many things.
[3 218358 13-93222-021  $200.00 06-10-2013 06-11-2013 Processing 06-05-2013 Actually you need  Been workin' 5o hard...
Payment to fix
3 218324 13-31110-603 05-07-2013 05-21-2013 Draft 05-28-2013 test 218324
[F 21321 13-31110-603 05-01-2013 05-31-2013 Draft 05-23-2013 marks first test for 13-
31110-603 1 certify this -
Mark Clerget
3 2835 13-31110-131 04-01-2013 04-02-2013 Draft 05-15-2013 Are these gaing to show
up for me? test
[F 218313 13-31110-603 05-01-2013 05-31-2013 Draft 05-14-2013 Non Attach
[F 213204 13-31110-603 01-01-2013 01-31-2013 Draft 04-17-2013 ocva sa jan. invoice
3 66 CV005502  $12-31119-019  §1328200 01-01-2012 03-31-2012 Processing 04-10-2012 CVSCQ3
Payment
[F 3396 CV003121 1231110131 $5121557 01-23-2012 01-23-2012 Processing 01-25-2012 nov-dec 2011
Payment
[F 33 V003122  12-31110-130  §7533044 01-23-2012 01-23-2012 Processing 01-25-2012 Nov-Dec 2011
Payment
3 284 CV002742  $12-31119-019  §13,05100 01-09-2012 01-00-2012 Processing 01-08-2012 CVSC Q2
Payment
[3 ass8 CV004383  7a-46108-012 _ 83018222 12-22-2011 12-22-2011

Processing 12-27-2011 HGAP May 1-15,
t

When you were registered within CMS, your Commerce program manager should have assigned you to
the statewide vendor numbers and suffixes used on your contracts. This allows you to submit A19s for
your organization. To check your available contracts, go to “Contracts” or “Create New A19” once you

log in.
Home Review All A19s { Create New A19
x . :

If you do not see any contracts listed, contact your program manager at Commerce to make sure the
correct SWV numbers were added to your profile.
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System Access Request Form

Mail or email this completed form to your Commerce program manager. The Contract Management
System Portal (CMS) is accessed through Secure Access Washington (SAW). Use this link to access the
SAW site https://secureaccess.wa.gov/ and create a SAW account.

Upon receipt of this form, your Commerce program manager will send a CMS Registration Code to your
SAW email address. See the CMS training manual on the website for instructions on how to create a
SAW account and to login to CMS.

Requestor Information

FIRST NAME LAST NAME WORK PHONE CELL PHONE

SAW EMAIL FAX PHONE ROLE

D Data Entry and Submit

D Data Entry Only

D Read Only
ORGANIZATION NAME STATEWIDE VENDOR NUMBER
ORGANIZATION NAME STATEWIDE VENDOR NUMBER
Requestor Agreement

By signing this form, | certify that | am authorized to view and/or submit information on behalf of the
organizations listed above, will practice adequate Password management by keeping Passwords
confidential and agree to the Conditions of Use Access Agreement.
http://www.commerce.wa.gov/about/Pages/Conditions-of-use.aspx

PRINTED NAME SIGNATURE DATE

Manager Approval

By signing this form, | approve this employee to access the CMS portal on behalf of the organizations
listed above.

PRINTED NAME SIGNATURE DATE



https://secureaccess.wa.gov/
http://www.commerce.wa.gov/about/Pages/portal.aspx
http://www.commerce.wa.gov/about/Pages/Conditions-of-use.aspx

